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ABSTRACT ' 

Eighty-six instructors of lEine^s azsxmz^Lc a txo n at 
four-year institutions responded to a survey i-es^cg-nei tts determine 
(1) who teaciss business communication , 2) Tsiat tcoamses wsxer 
offersxi, (33 which departments offered business ci^mmunicsixiox: 
courses, (»f cJLass sizes, (5) number of assignments ci*£&, (6) number 
of instructors involved in publishing and coxsultioxg*, and the 
qualifications of business communication insrrurrnr^*- Tht ^xbjects 
were closer randomly from the membership lis- of Americ^r. 
Business CoikBunication Association. The f.in tirrnr a- rsraaied tisat host 
business coB*5rnica±ion instructors haa tenure hteL *£xe 
well-establi^hec in their careers. Of the ..sao.iJ.tje sr^ais* 5a required 
undergraduate business majors to take one busi^ss coi*jauxication 
course, Jund 13 aid not require any courses in less arsm^iliication. 

Most bujtr^resr communication courses were offered ±$ ttosraaess 
etlucati.^. deimrtments and the majority of such cours es !fc£d at clsiss 
size of irorerrhan 30 studer ts. More tkau half ox sate re^pomdents 
reporter crivrrg 13 or more assignments a semester xua r,^piness 
co mm unira±i o r— Sixty of the respondents haa oublxsb** vTticljes in t&e 



irse yesrs, and 



Sixty of 
and most 



more than half were 'involves consulting- 
the sibjects had doctorates, largely ix dtasineffi educatio: 
had *t ; eb or more years of teaching e^pe~r^igr^. 



\ 



************* *J*********************^ 

* Reproductions supplied by EDRS are the' best that ras He made * 

* from the original document, * 
********** W^*****^ 



o 
a 

UJ 



U.8. DEPARTMENT OF EDUCATION 

NATIONAL INSTITUTE OF EDUCATION 
EDUCATIONAL- RESOURCES INFORMATION 

CENTER t ERIC I 
<yfjhis document has been reproduced as 
' roceived from the person or organization 
originating it. 

Minor changos havo been made to improve 
reproduction quality. . 

• Points of view or opinions stated in this docu- 
ment do not nocessarilv represent official NIE 
position or policy. 



WHO IS QUALIFIED TO TEACH 
BUSINESS COMMUNICATIONS 



"PERMISSION TO REPRODUCE T H!S 
MATERl/iL HAS BEEN GRANTED 3Y \ 

Iris I. Varner 
- Cars o n H* V a rner 

TO THE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC)." 



by • ; 

Iris I. Varner, Associate Professor 
Department of Business Education and Administrative Services 

Carson H. Varner, Associate Professor/ 
Department of Finance and Law 

. Illinois State University 
^ Normal, Illinois 



WHO IS QUALIFIED TO TEACH 
BUSINESS COMMUNICATIONS 

/ INTRODUCTION 

A. Background 

Business Communication is a growing area. Most schools offer courses 
in business communication, and AACSB is now emphasizing the importance of 

j 

the subject. 

Business communication is slowly establishing itself as a discipline, 
yet there are no generally accepted qualifications. Most instructors 
come to the field by accident. x 

From the very beginning of our involvement with ABCA we have been 
impressed with the diversity in the backgrounds of the people who are 
members of ABCA. Dissertation topics rup from literature to education, to 
business. While we know that one of the reasons why ABCA conventions are 
so interesting is the fact that members have different backgrounds and many 
interests, this diversity can also cause problems. 

If a department wants to offer a course in consumer behavior, the 

department hires a marketing professor with a specialization in consumer 

// - ■ 

behavior. If a department needs anJSth century literature specialist, it 
advertises for the appropriate degree and specialization. In business 
communications, on the other hand, it is much harder to establish criteria, 
for qualifications since there are almost no doctoral programs in this 
discipline. 

B. Purpose 

The research coricentrated on written business communication classes. 

\ 

We conducted a survey to find information on the following questions: 
Who teaches business communications? 
What courses are offered? 
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Which departments offer bus: vss commune :c:t courses? 
How large are classes' 

How many assignments n re gi 21 :n busv:£_ laimiuni cation? 
1 How many instructors . in'oT.-«d ir :^ r;tng and consulting? 

What are the qualifies.- ons of ousiu'sr. ^munication instructors? 
Based on the survey we wmlld like ^ t« v -^e recommendations ii the 
areas of: . 

ABC A membership 

"«■ 

' Programs and course offerings 
Class size and assignment 

Qualifi cations of business conanum car. s . ' instructors 
We believe that standard :c_dl if vrr. or., ss. be of help in hiring, 
tenure and promotion decisions. Thev . Id a"; :c be beneficial in career 
planning, AACSB accreditation, ind tre -eveUrasnt of a professional identity 
for business communication. 
1 / We would like to emphasis that i are suggesting qualifications for 

a full academic career at as^iur—yea" inssit.^icn. 
C. Method 

We took a systematic ra-dc sample of ABCA members who teach at 4-year 
institutions in the U.S. Th nple is based on the ABCA membership list of 
September 1979. Foreign merm^sr .-ier- left out because the educational 
systems may be quite different oni she U.S. system. The questionnaires 
were sent to 160 people. Eignt>_ :ix people responded. Two of /the returns- 
could not be used. Several questionnaires were not complete - not all 
questions were answered. This sUdv has several limitations. Only ABCA 
members were contacted, this e imin-ted many institutions and instructors. 
We do not know the percentage of business communication instructors who 
j are members of ABCA. 

f » , 4 
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At Illinoi . State University, for example, out cr ^ine people who 
teach. in the cusriness communication area, only, three « members of ABCA. 

FINDINGS AND DISCUSSION 



A. Experience rf Respondents 

Table 1. Pro- sional Background of Rsr.-ndents 





Number of :es 


Number of year: 


Total numt o~ /ears Year. jrrent ' 
of experie ins Lit. : :<:r\ 


0-3 


n T 


4-6 


7 ,15 


7-10 


c r 


More than 10 


6 


The above -cable shows that pez-rle have more tha ,0 years of teach 



experience.' Only 10 respondent: : ave less than 7 years -f experience. Fifty- 

/; 

seven people have been at their rurrent institutions for more than seven. years. 

Out of the sample 62 people have tenure, and 35 held the rank of 
Associate Professor, 27 are Full Professors. 

These findings show that ABCA members are well established in their 
careers. Based on the sample one can draw the. conclusion that ABCA has 
very few members who are at the beginning of their careers. This is un- 
fortunate because at the beginning the support of ABCA through publications 
and conferences can be of great help to the new instructor of business 
communications. We suggest several reasons for the imbalance in membership. 

1. Many people come to the area by accident-. They don't plan to make 
a career out of business communications. They teach a course occassional ly 
and therefore see their involvement as temporary. 
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2. Many new instructors are not aware of ABCA since it is not a 
"departmental" area like management, marketing etc. 

B. Business Communication Programs 

Out of our sample only 5' institutions offer a major, 3 are planning a 
major, whereas 73 institutions do not offer a full program. Nine institutions 
offer a minor in the area. . 

Whffe_the-number of programs seems to be increasing, it is probably 
unlikely that a. majority of schools will offer majors in business communica- 
tior..s. The field is perceived as a service to the business functions or as 
a useful supplement. 

C. Course Offerings -' 

Of our sample 54 institutions require undergraduate business majors 
to take one business communication course. Ten institutions require two 



courses; eighteen institutions do not require a course 


in business communi - 


cation. 






The following is a list of courses 


required. 




Table II. Titles of Required Courses in 


Business Communication 


Title* 


Number of 
requiring 


institutions 
the course 


Business Communication (Correspondence) 




48 


Oral Communication 




3 


Report Writing.. 




7 

-• 


Technical Writing 




2 


Administrative Communication , 




1 


Information Writing 




1 


Leadership & Management Communication 




1 


Principles- of Communication 




1 


\ 

. Organi zati onal Communi cati on \. 




1 



*No.t all respondents listed the "titles of required courses. 

erjc v : > 
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It is no surprise that most institutions rear -e the "basic" course, 
Business Communications. 

We were interested what kind of busin:. --mmuni cation, courses the 
various institutions offer. % It was obviois — ~ the remarks that many 
respondents did not list all courses offerer: kj their institutions which 
could be classified as business communication courses but only those they 
were fami 1 iar with. 

The sample of titles listed is interesting. It seems there are several 
standard courses which are offered by a majority of the institutions, and 
then there are the more adventuresome courses. For people who would like to 
expand their offerings and are looking fcr new ideas, this list might be 
helpful. 

Table III. Titles of Business Communication Courses 

" ' ' Number f of institutions . 
Titles offering, this course [ , 

Business Communication 
Technical : Writing 
Report Writing 
Research Writing 
Oral Business Communication 
Supervisory Communi cations 
Organizational Communication 
Advanced Business Communication 
Administrative Communication 
Interpersonal Communication 
Communication Problems in Management 
Legal Writing 

Employment Communication \ 
Organizational Communication 1 
Business Writing 
Principles of Communication 
Leadership and Management Communication 
Executive Communication 



77 
39 
38 
27 
23 
13 
5 
4 
3 
2 
2 
2 
1 
1 
1 
1 
1 
1 



/ 
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D. Departments Involved in Teaching Business Communication 

The following table provides a detailed breakdown where business 

i 

comnuni cations, courses' are taught. Again, not everybody answered all . 
the questions. This, for example, is the reason that we have 77 re- 
spondents list Business Communication as a course title but based on the 
following table only 68 departments offer the course/ We do not believe 
that the results would be Significantly altered by complete questionnaire 
answers . 

Table IV ' Departments Teaching Business Communication Courses 



Courses 



Departments 



Business Communication 
Report Writing 
Technical Writing 
Oral Communication 
Research Writing 
Supervisory Communication' 
Organi zati onal Communi cati on 
Administrative Communication 
Administrative Writing 
Executive Communication 
Business Writing 
Advanced Business Communication 
Employment Communication . 
Principles of Communication 
Leadership and Management 
Communication - 
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68 
36 
24 
17 
18 
8 
6 
2 



1 



55 
29 

5 

7 

14 
5 
5 
2 
1 
1 
1 

1 \ 

1 

1 



-!.As the table shows Business Education teaches by far most of the 

■ ■ / 

courses. This is particularly true for Business Communication and 

Report Writing. It seems. where business is not divided into departments, 

the. general Business Department teaches the courses. 
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The cases where Management Departments teach Business Communication, 
Report Writing, Technical Writing might be explained by the fact that a 
number of Business Colleges do not have a Business Education Department 
any more, therefore another department took over that function. 

Office Administration Departments often are an outgrowth of Business 
Education Departmetns. C6mn<<ini cation Departments seem to gradually get 
into the area of business communication. 

The only area where English is leading is in Technical Writing. . 

Based on our sample most business communication courses are taught in 

j 

the business area. 
E. Class Size 

We had hoped this survey would show that only Illinois State University 
had. business communication courses in excess of 15 students , ^and as a result 
-of this survey, we might be able to reduce our- classes. Unfortunately 
this was not to be. 

In 33 cases business communication classes, have more than 35 students, 
the majority has more than 30 students enrolled in those classes. The 
lower enrollments (up to 19) tended to come /from English Departments .- 

Report Writing fared' somewhat better. J The majority of the .report 
writing classes are under 30 students with/ t 1 average being in the 



2(5-29 range. 

Table V. Class Size 



Number of Students 



Number of Institutions 



— / — — 

Business Communications 



Report Writing 
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The stove finding is particularly interesting, in connection with the 
number of assignments given. More than 50% give more than 13 assignments 
in Business Communications. In only 9 cases were there fewer than 10i. Based 
on this sample we suggest that instructors with fewer- than 10 assignments re- 
evaluate-the requirements they set. On the other hand one wonders about, the 
workload considering that the majority of the classes have more than 30 
students, and the instructor requires at least 13 assignments. With two. 
sections of business communications a semester - and many teach 4 sections - 
this comes to 690 papers a semester. 

In Report Writing there is no clear pattern for assignments. An evalua=- 
tion in this case is' more difficult because the numbers do not indicate flow 
complex or long the reports are. ' 
F. Graduate Business Communi[cations 



About 70% of our sample/have a graduate business program. 50% of the 
respondents indicated !:i-:=~ r . buvh'iess- communication courses were available for 
graduate credit tut or- i j ■•h^-j'.. -5% require: a business communication class in 
their graduate business program There is obviously much room for expansion 
in this area. 

G. Publications and Consulting 

Of our sample, 60 people published 184 articles during the last three 
years and" slightly over half of those M06) were in the area of business > 
communications. Fibre than half the. sample is involved in consulting or in 

house training. " 

Based on these findings one can draw the conclusion th?t business com- 
mujiica-tion professors belonging to ABCA are demanding in class and active, 
in professional development and research. ^ 



Table VI. Publications during last 3 years 



Number of 

arti cl es publ i shed y \ 



Total number of 
people publishing 



Number of people publishing 
in business communications 



0 
1 
2 
3 

4 • 

5 

6 

more than 6 



25 
16 
14 
7 
6 
7 
4 
8 



16 
11 
6 

4 
3 
2 
1 



H. Qualifications 

We asked respondents to indicate their academic backgrounds as under- 
graduates and graduates, botji at the masters and doctorate level. -Out of 84 

people, 60 had a doctorate. \ 

i \ 

As pointed out before, in most cases business communication courses are 

taught in Business Education Departments.- It is therefore not surprising 

. - I . \ •. 

that more trian 50% had their doctorates* in Business Education or, related areas 



/ 

(32 in"Business\ Education* 2 Vin ^Secretarial Education. 



) 

If one includes other business areas, the figures show that 40 out of 60 
have doctorates in business. These people have a good business background to 
teach busines^ communication. The -second single largest area is English. 

Eleven people have doctorates in English (8 in English, 2 in Comparative 

\ ■ I , ' : 

Literature, one in Rhethoric). They have a. solid background ;in language. 

Not surprisingly, the business people do not have, special preparation in 
language arts, and the English people do not have any business. 

Five of the people with English backgrounds teach ijrr Business Education 
departments. Not one person with a business background is teaching business 



communi cati on i n an Engl i sh Department 



\ 



the whole, people seem to be 



hired into departments for which they have Vthe proper paper qualifications;.. 
The question that up. is whether thereVare criteria that can be set up 



for qualifications in business communications. Very often instructors with 
English backgrounds teach business communication because that is where the 
opening was, Ofteh. people with business education backgrounds teach business 
communication because, as part of typing r-they* always taught business 
correspondence. The problem is that a literature background and language 
skills are not substitutes for business knowledge. A business background j)n 
thie other hand is not enough either; What is needed for effective business 
communication instruction is a synthesis of these two areas; language skills, 
analytical and critical thinking, and a knowledge of business. 

Most ABCA members have acquired these qualifications through experience, 
Yet it would be desirable to formalize the qualifications more* speci fical V 
sincd AACSB is emphasizing, business communication a-s a requirement for. 

N I S I 

, : ' - 1 . / 

accredi tation. 7 

Table VII Academic Backgrounds of Business Communication Instructors 

Number of People at the Three Levels 
Areas Bachelor . Masters Doctorate ' 



Accounting , ,2 

jAdult Education 1 

'Business Administration -13 • 10 MBA 2 

Business Economics • 1 

Business Education 30 38* 32 

Communication 1 2- 5 

Curriculum and Instruction' . 1 

EducationV 13 \ 1 

Educational^ Administration 1 \ \. 

Educational Psychology . 1 A 1 1 

Electrical Engineering ■ 1 \ 

English 15 15 10 

Finance 1 

Government 1 

Industrial Psychology 1 

Journalism- 1 1 

Linguistics ^ 2 

Management 3 , 2 2 

Marketing 1 1 

Mathematics 1 

Personnel* 1 

Philosophy 1 ' 

Public Relations 1 . j 

Secretarial Education 1 1 . 2 

Speech Communication ' 2 \ 1 



A. Experience of Respondents 

As pointed out before, th& survey indicates that most ABCA members 
have many years of, experience and that few beginning instructors join. 
This may be due to the fact that many people come to the discipline by 
accident. J 

I ABCA would do well on recruiting those who are just getting into 
business communications. A drive might also be conducted among graduate 
students who are interested in teaching in the area of business communications 

This might help to~create a stronger professional identity for the area. 

\ . 
, B. Programs and Course Offerings 

Most institutions teach the traditional courses: Business. Communica- 
tions, Report Writing, Technical Writing, however, the offerings are growing 
as the variety of course titles suggests. There is room for development 
at the graduate level. 

G. Class Size and Assignments . 

Classes are too large at most institutions .. Standards are high in 
terms of ,numbfers of assignments ." v \ \. "V 

We recommend that instructors with classes of oyer 35 students u^e 
the results , of: this, survey to try and reduce class size. ( - 
D. Qualifications . 

It is doubtful that many business communication instructors pi ahneti 
' a career ir) this field when they were undergraduate or even graduate 
students. While some programs are being developed in the area, most 
business communication instructo income from ^nd will continue, to come 
from a variety of backgrounds. 

This, diversity can give the. "discipline stirej^gth. However, when a 



person has to prove that he/she. is qualified to fye hireBT^t^ge^promotion, 



tenure, and recognition, the lack of standard qualifications cafi be a 



13 



The survey^ffaK-eates that hiring decisions may not be based primarily 
on a person's ability to "teach business communication but rather on the 
traditional qualifications for that department - English literature, 
Business education subjects. 

To help business communication establish itself as'a discipline and 
to assist instructors' to establish themselves as fully qualified profes- 
sionals, ABC A should set's one basic standards for the teaching of business', 
communications. Given the desireability of diversity and given the fact 

that hardly any institution offers a doctorate in business communication, 

. . - / ■ .1 

there should be more than one way to qualify. 

.■-■'/ ' '■"/•. 

In-order to be an effective business communication instructor a person 

has to have an awareness of and a. sensitivity to language, acquired through- 

■j ■ • - 

the study of English, and, a knowledge of business. Both elements are 
necessary and full certification should take this into account. 

In the academic world - for better or v(orse - the doctorate is the.; " 
basis/for qualification, therefore any standard has to include the- perforate 
We know that- people can be excellent teachers and well qualified to teach 
business communication courses. A number of instructors have years of . 
experience in business to bring to 'the classroom. As pointed out before, 
we are making recommendations for "full-time academic careers. 

We suggest the following three backgrounds- and recommend that a person 
with a background in any one of the areas be, considered fully qualified. 
1. Doctorate in English plus 15 hours of business courses or five 
years. pi us of experience (experience of teaching in the area of 
business communication at least half time, "or appropriate business 
* experience). The 15 hours 1 were not set accidentally. They would. 

provide a person with a basic background in Management, Marketings, 
•Accounting, Finance, and Business Law n 



2. Doctorate in a Business area plus 15 hours of ./riting courses or 
five years of experience. 

3. Doctorate^plus 30 hours, 15 of those in writing and 15 in business 
or 8 years of experience. - y 

The above three possibilities keep the diversity the discipline now 
has, at the same time the importance of business and language are recognized. 
Also, as is the case currently, one can become fully qualified through ex- 
perience. , 
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College of Business 

Department of Business Education 

and Administrative Services 



January 21, 1980 



; Dear ABCA Member: • 

Have you ever wondered how large business communication classes 
are at other institutions? 

Are you frustrated because the class size of Report Writing was 
r ised from 25-33 students, over the last year? 

Have .you ever worried or are you worrying more about promotion 
or tenure in your department because some people feel you are not 
truly "qualified 11 for that department? 

Who is teaching business communications? What courses do other 
institutions offer? 

The purpq.se of this survey is to obtain statistic^ on the aca- 
demic, background of business communication instructors, on business . 
• communication programs, and class size. <- The survey is limited to : 
four, year institutions. , * 

The result-will help you i,n requesting, that 1 your class } size not 
be abb.ve the average at other institutions . When it comes to^ tenure 
and promotion it may help you in showing that business communication 
instructors come from many; different areas and teach 'in many different 
departments. e 

' Please take a: few minutes to fill in the enclosed questionnaire 
and return it to us using- the mailing label." 




Iris I; Varner ' 




Nprmal-Bloomington, Illinois 
... Phone: 309/438-3602 
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Stevenson Hall 
Normal, Illinois 61761 





SURVEY of bl~:ness communications 



Instructions: Circle the appropriate answer or fill in if other is appropriate. 

1. Is your institution 

a. public? 

b. private? - 

2. What type of institution? ^ 

a. 4 year undergrad ff 

b. 4 year undergrad plus masters 

c. 4 year undergrad, plus masters, plus doctoral 



3. Hfcw many students attend" r your institution? 

a?^ Under 3,000 \ 
b. 3,000' - 9,999 - i 
c 10,000 - 14,999 

dV 15,000 - 19,999 * ? 
e.\ 20,000 or more 

4. if yhur institution is divided into colleges, in which college do you teach? 
Business 



a. 

b. . Arts and Science 

c. Educatiqn 

d. Other v 



(please specify) 

5. Iri which department do you teach? 

a. English 

b. Business Education ., , - 

c. Business tall business disciplines in one department) 

d. Management-- ■ ^ m « 

e. Business Communications " 

f . Communications (Information Sciences) 

g. Othe r . ; 1 

(please specify) •• 

6. How many' business majors attend your university? 

a. Under 100 " i . 

b. 100 - 499 7 

c. 500 -"999 

d. 1,000 - 1,999 

e. 2,000 or more 

.• * f 

7. What is your educational background? 

r ; : . Degree 
Undergraduate - , : 

Masters • . • > ' 



Ma j or_ 
Minpr_ 

Major_ 



/ 



Minor/or Supporting Field 



\ 



Post. Masters 
No. of hours 
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Ma j o r 

Minor/or Supporting Field 



Doctoral 



Major 

Minor/or Supporting Field 



Dissertation Title 



10. 



Years of teaching experience 

a. 0-3 

b. 4-6 

c. 7-10- 

d. More than 10 \ 



Years of teaching 

a. I 0 ~ 3 

b. ; 4 - 6 

c. j 7 - 10 

d. : More than 10 



Do iyou have tenure? 

a. ! Yes 

b. j No 



t current institution. 



V 



■A 



11. 



13. 



<Wha|t is your current rank?, 

a. | Instructor 

b. ; Assistant Professor 

c. ; Associate Professor 

d. pFull Professor 

e. I'O'ther .'. 



12, poes your inslzituti/on have a business communications program as 



1. 



2.- 



Business Communications" major ? 

a. Yes ]■ 

b. No . . X " 

c. r In planning. 

Business Communications Minor 

a. Yes 

b. No 

c . In planning 

Other type of program , 



"(please specifw) 

How many business communication courses doe^s your institution require 
undergraduate business majors to take,? 

a. J.0 * , . ■/ u 

ft. '. il ■:, v- 1 *" ,.. • . " 
c. \2 t t 

d' k . 'More than '2 ' 1 ' 4 " . ' ( , ' 

u Please list titles of required business communication courses 



i 



What 


business 


communications courses does your 


Yes 


No 


1. 


Basic Business Communications 


Yes 


No 


2. 


Report Writing 


Yes 


No 


3. 


Technical Writing 


Yes 


No 


4. 


Legal Writing . 


Yes 


No 


5. 


Research Writing 


Yes 


No 


6. 


Oral Business Communications 


Yes 


No 


7. 


Supervisory Communications 






8. 


Other 



(please specify) 



15. 


How many 




a. All'' 




b. 1 " v - 




. c. 2 




d. 3 




e. 4 


16. 


What is 




a. Less 



b. 15 - 19 v 

c. 20 - 24 

d. 25 - 29 

e. 30 - 34 

. f . ,35 or ,more 



17. What is- the maximum class size' in your report writing class? 





Less than 15 


b. 


15 - 19 . 


c. 


20 - 24 " 


- d. 


25-29 


< e'« 


30 - 34 ■■• *■ 


f . 


35/ or more 



t 

n? 



18. Does your* institution have a graduate business program: 

,,r a. Yes " ' '" 
; b. ,, .No ■* , " : • - '■ '• ■ 

19. Are business communications courses ' available for' graduate credxt? , 

\ ' a. Yes ' . . '■"" '' ' ' . ' '. 

\ . b». ; ' '• 

2o\ Is a business communications class required/in your graduate business program? 

•a. Yes ' "' . ... '..,..'••.- . :■■ "• -V 

b. No .-'•.' '.'.' ' ■ . - 



21. 



\How"many. written assignments ,(in and out of class) .do j/ou -give in basic 
^business communicatidns course. - (cir.cle the appropriate) . - ( 

1, . 2«, 3, 4, 5, 6/ 7, 8, 9, 10v 11, 12f, 13 or more, ^o not teach basic J 



"{business communications 



20 



ERIC 



22. How many written assignments do you give in Report Writing? 
1, 2, 3, 4, 5, 6, 7 N , 8, 9, 10, U, 12, 13 or more, do not t 

23. Do you require a long report in Report Writing? 



24. What is the normal full-time teaching load at your institution? 
a. 0 - 6 

, b. 7-9 / 
c. 10 - 12 

d^. 13 or more / 

25. How many publications have you had in the- past three years? 
1, 2, 3,, 4, 5, 6, more than/ 6 



b. 



Yes 
No 



26. How many in the. area of bi/siness communications? 




1, 2,/3, 4, 5, 6, more than 6 



27. Are you involved in consulting- or in house training? 



. a. r.Yes - ' / 

b. No ..;/ 



28. if the answer to cfuestion 27 is yes, then how many times a year? 
a. 1 - 2 ' / 

■ b . 3-4 / ' .* ; " ' : ' . . 

c. = 5 - 6 . »•• •/. t ■ _ ■ , ; ' ° 

d. More than '6 / '. «' . 



/ 



